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40 IXTRODUCTICON
SECTION Ko PURPOSE
This instruetion ostablishes for the Centrel Intelli-
genos Agency wmiform policies for the requisitioning, procuremsnt,
and aosountability of supplies, equipment, end servicas.

SECTION IXs. APPLICABILITY CF INSTRUCTION

fhis instruoction 1s not applioable to Field Servies,
(ffioce of Cperations, exevept field offices within the Continental
limits of the United States.

SECTION I1I. AUTHORITY
1. By virtue of the authority vested in me as Exsou~
tive, Central Intelligenve Ageney by iw Direotor and Publie Law
110, 8lst Congress, end in order to oarry out the activities and
functions provided for in Section 3, Public Law 110, 8lst Congress,
approved June 20, 1948, the powwr and auvthority to take ww followr
ing actions are hereby delegated ss followss
2. Procuremnt Autherity snd Sespousidility
As Tnder the supervision of the Executive and his
Deputy, the CIA Servises Officer and his Overt

and Covert Deputiecs are hereby awtherised te

mmwmmMuma
the Government in aceordence with existing lew
and regalations,
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Be Under the supervision of the Bervices
Offioer, his Overt snd Covert Deputies,
the Chiefs or Assistant Chiefs, Supply
tivisions, Services Office, are hereby
authorised to enter inte and sign wa~
numbered centracts on behslf of the
Covernmant whers paysent is te be made
in & singls remittance snd amount involwed
doos not exoeed §2000.,00 in socordance with
existing law snd regulations.

Co The Chief or Assistant Chiel, Supply Dive
{aion {(Overt), Services Cffice, or the
Chief, Gensral Services Division, Serviess
office, may plaos orders for the performnce
of servioces by the Public Duildings Adminie-
tration, Gensral Services Adainisteation, an
& reimbursable basis,

D. The Chief or Assistant Chief, Reprodustien
Divisien, and Supply Divisien (Overt), Ser-
vices Offies, may plsoe orders with the
Government Printing Office for the perfore
mnce of printing services on & reimbursshle
bagise
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3. Authority to Initiste Bequests Resulting in
Finexeial (blisstions. (Supplies, Bquipmsnt sad Serviess)
i+ In acoordance with Adwministrative Instruction

No. 80~8, Assistant Direotors and Staff Chisfs
are suthorised to initiate reguests for supplies,
equipment and servises with the powsr of dale~
gation to such additional individuals as may be
necessary for good sdministrative practices.
4. Dispossl of Govermmnt Property

A, The Property Survey Bosrd established pur-
suant to paregreph 2, Section VI, Adminie~
trative Instruction No, 40«2, is auvihorised
to direct the disposal of zovernment property.

SRCTION IV, M(SI PROCEDURES NDER MQWIW
le« The Services Officer may implement this instruetiom

by preseribing detmiled procsdures which are not inconsistent with

this instruction,

2. These instrustions may bs amsnded from time o Sime
by the Exeeutive or his Deputy. Recommsndations for smsandments
shall Do submitted to the Managoment Officer fer finel action of
the Expeutive,

3. Deviations from the requiremsnts of these instrue~
tions shall be mmde only with the approwal of the Executive or his
Deputye.
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4, The instructions are divided into sections, eash
one of which desls with a separate aspect of supplies, equipment and
sorvices; and each seotion is fwrther divided inte parsgrephs.

The numbering of sestions and paragraphs is designed
%o permit subsequent insertion of additional seotions and parsgraphs
within the sppropriate instruction,

8. The "effeotive date” of these instructions shall
be on and after Ootober 1, 1549, Exoh page of future changes will
be dated as of the effective date of the change and signed by the
Exooutive.
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ADKINISTRATIVE IRSTRUCTIORS
TITLE 40 = SBRVICES

40~1 REQUISITIONING SUPPLIES, BQUIPHENT , AND SERVICES

SECTION I, SCOPE OF IRGTRUCTION

l. This inetruction provides for the desigaation of
employees to requisition supplies, equipment, and services.

2, To sstablish a proocedurs for requisitioning of
supplies, equipment, and servioces.

SECTION 1i. yz_&.xwmu
l. This instroction is not applicabls to the Fleld

Service, Offioce of Opsrations, except within the comtinental
limits of the inited States.

SECTION IXX. DELEGATION OF AUTHORITY TO REQUISITIGNING OFFICERS
1. Pursuant o AMadnistrative Instruction 40, SRCPION

III, paragraph 3, Assistant Directors and Staff Chiefs may dslegante

authority te requisition supplies and servicss to any conmissioned
officer of the Armed Foroes or any empleyse of CAFP=7 claasifioation
or higher, wder his jurisdiotion., Names of employess designated
as Requisitioning Officers will be filed with the Services OffSieer.

2., BRequisitioning Officers desigoated in aocardenee
with this seotion will serve as assountable officem for all preperty
under his Jurisdiction, and hereinafter will be referred to as
Accountable cfficers.
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SECTION IV, CLASSIVICATION OF SUPPLIES

1. "Stock"™ Items are those items for which there is
a gensrel demand throughout the sgency. These itens are oarried
in stock in the warehouss and are listed in the CTA catmlogs
"office Supplies” and "Office FPurniture and Bquipment®,

2, "Purchase” Items are those items whish must be
purchased to order. Suech items include those for which there
is infrequent demmnd, those used only by partieular waits, and
items requiring apecial ecnirel by the Servives (ffioer, CIA.

'

SECTION V. PROCEDURE POR REQUISITIONING SUPFLIES AND SERVICES
Bsquisitions will be prepared in secordance with
this instrustion on Form 36-7, “hequest for Suppliss, Buipsent,
and Services" and forwarded to the Services Officer, CIA,
2. "Stock lbems"
A, “Expendable Property.” Forward the signed
original and ona eopy of regquisition.
Be “Nom~Expendable Preparty.” Forward the signed
orizinal and two oopies of requisition.
3. “Purchese Items} Forward the signed original amd
two copies of Form No. 36=T to the Services Officer.

4, BEepairs bte Typewriters, Office lachines and Fu
Any ezployse may request minor repairs to offios uachines, type~
writers, and furniture by telephoning Lxtension 480. Requews for
wajor repairs will be made on Form 36-7,
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SBCTION VE. OBHEZRAL SERVICES, MOVES, TELEPHONE INSTALLATIONS
le BReguest for the following services will be sub~
zitted by memorandus or Kequisition Form 38«7 in duplieate to
the Services Officer.
Ae. Umintensnos, structursl alterstions mnd
repairs to duildings, partitions, plumbing and slectrieal
fizxtures and wiring, eto.
B. Space
Ce Noves between offices and/or buildings
De Telephove installations and servioss
' E. Dequisition must explain in detail the wark
roquested, ineluding looation whare work is to be performsd, sketeh
of wiring plans, Duszer systems and/or alterations desired. A
completed office layout for major moves and/or alterstions must
be submitted with the requisition. Offices requiring teslmioal
assietanos in the preparation of office layocuts, determining
type of telephone equipment, ete., may obimin sams by enlling
the General Services Division, Extension 2168.
F. Requests for emergency and miner repairs
my be telephoned to the General Services Division, Extensien 2168,

SECTION VII. PRINTING AND DUPLICATING SERVICES

le« Ferwrd an originsal and two oceples of Form 36§,
"Reproduction Requisition™ to the Reproduction Divisien, Serviess
office. The reguisition will be prepared in sovordanve with
instructions on the reverse side of Form 36-2.
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2. RHequests for reproduoticn of instructions,
proocedural ismmnces, notices, new forms, eto., must be approved
by ths offiosr of the (ffice or Branch authorised te approve
reproduction reguisitions.

3, The reproduction of classified documents will
not be requested except upen specific approval by proper authority.

4, The reprodustion of intelligence mmterial, daily
and weekly susmaries, dsily reports, ascession lists, and trans~
lation will be socomplished without regard to thia instrustion.

As Cissses of priorities for all types of repro-
duction are estadlished as indionted belows

AA Extressly Urgent
A Host Urgent
B Urgent

¢ iess Urgent
Kone Ko Urgemoy

Be Priority requested will be shown umder "REMARKE™
on Form Ho. 36-2, (Reproduction Requisition). Clase AA snd A
priority requests will include justifioation for urgmey.

Ce The Services Gfficer must personslly take
sotion on Class AA and Class A priorities, and will de respensidle
for resolving priority comflicis between CIA astivities.

D. Insofsr as precticsble, constant prioritiss
will be sstablished for recurring reporis of similar form and
type« ClA activities concerned will coardinste direstly with
the Serviocss Officer to establish sush priorities at the earliest
practionble date.
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Be Office and Staff Seotion Heads must persomally
maintain sufficient kmowledge of priority nesds and requests
to insure against misuse of prioritiss "B" and above., The bulk
of all priorities should normally be below Prierity "B" se thas
matters of real urgeney will not be delayed in reproduction.
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ADMINISTRATIVE INSTRUCTIONS

TITLE 40 -~ BERVICES

PROPERTY ACCOUNTABILITY

SECTION X SCOPE OF INSTRUGTION

i, To fix responsibility and asoountability for preperty
within CIA,

2. Establish prooedures and ?ocord: for the acoounting

and disposition of Agensy property.

SECTION IX APPLICABILITY

1, This instruotion is not applicable to the Fleld Servioce
of the QOffice of Operations exeept fleld offices within the Con-
tinental limits of the United States,

SECTION III  ACCOUNTABLE AND RESPONSIBLE OFFICERS

1. Employees designated as Requisitioning Officers by
SECTION 111, Administrative Instruotiom lo, 40-), are hereby ap-
pointed Ascountabdle Ufficers for all property under their jurisdietien,

2. Aosountable Officers will desigaste individuals as
responsible offiocers sooording to the organisational strusture or
location of the aotivity. BResponsibdle Officers will be held
responsible for the proper use, protection and movement of sny
govermment property which may eome into his ocustody or aonmtrol,

3. When an Acecuntable Officer authoriszes the lssue of
small portable items sueh as brief cases, pen sets, eto., he will
prepesre Form  “Property Issus Record" and have the employee
sign the form as having received the property. Whea the property
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is returned the Acecumtable Officer may issue a receipt, if re-
quested, in memorandum form to the smployes. Acoountable Officers

are responsidle for granting property oclearance on ell employees

under his jurisdistion, who are transferred within the organisation
and/or separated from the Agenoy (sce Administrative Imstruetion 20-19).

SBCTION IV RECORDS

1. The Serviess Officer is responsible for the establikhing
and audit of property aceountabllity records,

2. Agoountable Officers are responsible for the maintenmmnee
of property acgountabllity records in aocarmei with thie in~
struotion and direstionsef the Services Ufficer,

. A property record sceount will be established for
ench acoountable officer appointed in acoordance with SECTION IIX
of this imstruetion, An acoount mmber will be assigned to each
esogount by the Servioces Offiocer.

¢, The face of Form 36-14 will indicate by item, total
acoountability for property under his control, The reverse side
will be used to record issuss to responsible offiocers within his
organisation, |

Be Assountable Officers will maintain a permansnt file
of sredit and dedit wvouchers to support his transaetions in his
property account,

8. Acoountabdle Officers will meintain in the veusher
file a roster of Responsible Ufficers under his ocomtrel, listing
the sub-agecunt number and the offices of aotivity for which he

is responsibdble,

Approved For Release 2000/08/21 : CIA-RDP54-00177A000200040028-8




Approved For Release 2000/08/21 : CIA-RDP54-00177A000200040028-8
-3 -

7.  “Reports of Inwmtory Adjustment”, Form 36-16, will
be prepared in triplieste and forwarded to the Services Offiecsr,
The use of sueh reports will be confined to reotifying errors re-
sulting from incorreot nomenclature, oleriosl or typegraphieal
errors, and assuming socsountability for property previously ume
sccounted for,

8. "Transfer of Froperty Accountability” will de eof-
feoted after sudit of the records and a complete physioal inventory
has been nade., A memorandum certifiocate will be exesuted by the
outgoing and inoeming secountable officer transferring acscountability.

2. "Audit and Invemtory of Property Accounts™. The
Audit Group will eonduet audits and inventories of property ac~

counts ss dirested by the Services Offiocer,

SBCTION Y PROPERTY ULELIZATION
1.  Office Furniture and Eguipmens: The following poliey
is ostablished as & general guide for the allooation of office
squipment and furnishings to the various offices of ClA:
CLASS “A® EQUIFMENT
Offices of the Directer and Deputy Direeter

Offices of Assistant Direotors and their Deputies
Cffices of CIA Staff Chiefs and their Deputies

CLASS “B" VQUIPWENT

Offiees of EBraneh Chiefs
Offices of Chiefs of organisation units equiwalent
to & Branch

CLASS “O" EQUIPMEN?

All other offices
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Exoeptions to the sbove polioy may be mads with the approval of
the Servises Officer or the Executive,

2, Iypswriters: A nermal ratio of typewriters to persens
employed should not exeeed one per two persons employed. This
ratic is established as the normal basis for issue for CIA, Any
office or staff section whose requirements are greater than the
normal basis of issue will subsidt & detajl jJustification to the
Serviees Offlcer recomsending & specianl basis of issue,

SECTION VX PROPERTY DISPOSAL

1.  Exgpess Property: Froperty whish is excess to the
‘needs of any using sctivity will be returned to stoock by forwarding
to the Services Offiocer original and two copies of Form No, 36-24,
“Property Turn-In", stating the losation end date the preperty may
be piekoé aps

LN Survey boards
1. e, Property Survey RBoards oomposed of members

as listed below ere hereby constituted to act on all matters pere
taining to loss, damege, destruotion, theft, or for the disposition
of pudlio property for which CIA is responsible:

Overt Board Covert Board
Deputy Chief of Ia8 Chairman Deputy Chief of IS

Chief, Inspestion Branch, Msmber
Ia8

Asst. Censral Counsel Member and Le- Asst. General Ceunsel
gl Advieor

Overt Deputy Services Member and Ree Covert Deputy Servioces

Officer corder Offioer

Chief, Property Auditor, lember and Al- Chief, Froperty Auditor
S8ervices Offies (Overt) ternate recorder Services Offies (Covert

Thres members will be sonsidered a quorum,
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b The Services Officer will supply such ad-
ministrative, techniocal and clericsl sssistance as may be required
by the Board,

2, The property Survey board will:

s, Determine the pecuniary lisbility or relief
frem accountability or responsidilisy of any iml:lvidutl for loss,
demage, dastruction or theft or ntixoi dispoaition of publie property
for which CIA is responsible, where the total monetary value involved
is $1,000,00 or less.

be DLesignate any quilified individual to aot for
it in appropriate cases in determining relief from acoountability
or responsibility for damage to, or shortags of, CIA property where
there is no evidensce of fault or negleet on the part of the in~
dividusls concerned end where the estimated damage is not in execess
of $100,00,

oe Direot disposition or destruction of une
serviceadble, obsolete or surplus property in the sustody of CIA,

The Board may designate any qualified individual to mot for it im
appropriate cases under this authorisation,

d, Recommend sotion to the Exeoutive in conneetion
with paragraph 2a, above, where the monetary value invelwdd iz in
excess of $1,000,00, who will take finsl action or recommend
aotion to the Uireocter in his disoretion,

e, Require such initial Survey Leports, and
presentation of evidence either in person or in writing, as may
be oconsidered necessary to arrive at appropriate comolusions

and determinations,
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f. MNaintain adequate records of its actioms,.

3+ The Board end the Executive are sharged with the
responsibility of informing the Iirector of any umasusl oiroume
stances or matters whieh should be brought to his personal know-
ledge in conneoction with these instructions, Bosrd reports under
this peragreph will be reuted through the Exeoutive.

4, Individumls sageinst whom pecuniary
responsibility is established under the provisions of these in-
struotions may appeal, in writing, to the DMreetor, within
thirty (30) days after receipt of notifioation of sueh liability,

SECTION VII  REWMOVAL OF GOV:ENMENT PHOFERTY FROM CXA BUILDINGS

1. A properly suthenticatsd property pass Form H-88 is
required before government preperty can be removed from CIA
Buildings. Property Acecuntable Officers and other designmated
representatives of the Services Ufficer are authorized to isawe
property passee, The Services Officer will file with the Captain

of the Guard Foree a list of sll personnsl authorised to ilssue

property passes,
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ADMINISTRATIVE INSTRUCTIONS

TITLE 40 - SERVIOES

40-3 THANSPORTATION

SECTION I SCOPE OF INSTRUCTION

1. This instruction sets forth the poliocles, regulstions,
and progedures governing offieial transportation for personnel and
shipment of goods by orgenisationsl units of CIA,

SECTION II APPLICABILITY

1. This instruction is not applicable to the Field
Service of the Office of Uperations exeept within the Continental

1imits of the United Statesn,

SECTION III  USE CF AGENCY MOTOR VIHIOLES: DEPARTMENTAL

1. CIA maintains e central motor pool service to meet
transportation needs whioch camnot be secured by the soheduled
shuttls servioes., %hen it is imposslble to use the shuttle service
between CIA buildings, transportation may be requested from the
Ogspatcoher, Extension 684 or 2284, explaining why shuttle servies
cannot be utilised,

2. Assignment of passenger-ocarrying wehioles to individuslse
and activities wiil be made only upon the written authorization ef
the Exeoutive, upon the written request of the Assistant Lirector
concerned, It is the polioy of the Director to keep such assign-
ments to an absolute minimum, eand to utilise the shttle and moter

pool service to the maximum possible degres.
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S No employes of CIA stationed in Fashington will be
permaltted to operate CIA motor wehiclos without e properly certified
CIA driver's license, Authority for issuing CIA licenses is vested
in the kxeoutive, Services Offieer, or Deputy Services Officer after
appropriste certification by the Testing and Medioal 3ection. HRew
quests for drivers' licenses should be made in writting by the
Administrative Officer, or Assistant lirecteor concerned, to the
Services Ufficer, indicating the necessify for such a Iimq, CIA
employess authorited to operate CIA wvehicles 4n looalities
sufficiently distant from Weshington so that CIA testing is im=
practioal must meet the driver requirements of trs partieulsar
locality, Chiefs of field stations are responsible for imsuring
ocompliance with this direotive,

4, All essigned and pool oh&uﬁ'&un are supervised by
the Chief, Transportation Division, Servicss Office, for ade
ministrative purposes, inoluding working hours, overtime tmi re=
Placement of assigned chauffeurs due to absences or terminations,

5. Pool chauffeurs will not wait for psssengers longer
than 16 minutes, unlese prior arrangements have been made with
the Dispatoher,

6. Assistant Directors and Staff Chiefs and their
deputies, when using motor pool cars, are suthorised to have such .
cars wait for them at destinations regardless of the tims invelved,
or to retura for them at a given time, at the time the car is re-
quested. These offioials should inform the Dispatoher whether the
oar should wait or return in order that chauffeurs nay receiwe

proper instructions from their Superviser,
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Te Chauffeurs who perform overtime work will repers
the hours worked, together with the signature of the person:
for whom the driving was performed es s bagis for overtime pay=-
ments. Frior verbal approval for overtime driving should be ob=
tained, if prasticable, from the Chief, Transportaticn Division,
Services Offioe,

8. Chauffeurs are personally respousible in the event
of traffic violations. Therefore, chauffeurs will not be ordered
to violate traffie regulaticns.

B Publio Lew 600 requires the suspension or diamissal
of any employes who uses or is found raesponsible for the use of a

Government~owned vehicle for other then official purposes.

SECTION IV OFFICIAL TRAVEL AND TRANSPORTATION

! 1. Requests for travel and transportation will be

initiated in sccordance with Administrative Instruotion No., 301,
2e Only upon receipt of capy of travel orders will the

Iransportation Division meke all travel arrangenzents in ascordanes

with Sectlonl, paragraph &4 of Administrative Instruetion No, 30=1,

S4CTION V SHUIPMENT OF GQODS

1, The Services Office is responsible for arranging for
the shipment of ell goods shipped by CIA and for issuing bills of
lading when required, Hequisitioning Officers of any organisationa)
unit which requires the shipment of goods shall prepare a requisition
form 36-T7 in an original and 2 copies and forward it to the Serviees

Uffioer giving the place to whioh shipment is to be made.
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2, In cases of the “shipment of an employee house~
hold effects”, the requisition must be aoccompanied by a eopy
of official travel orders authorising payment of expenses for

shipment of household effecta.
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